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APPLICATION FOR RECORDS RETENTION SCHEDU LE DA O T AT Es AND HISTORY

RECORDS MANAG EMENT DIVISION

IN'STRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form. Forward sugnpd orlgmal to
Department of Archives and History, Records Managernent Division, 330 Capitol Avenue Atlanta, Georgla 30334

. Attention: Scheduling Section. ‘ f {
FOR AGENCY USE 1. Agency Address : ' f?OR RECORDS MANAGEMENT USE
Application Date 6 ; P 0.5 T c . v Application Number -
- . Georgia P.0.S5.T. Counci .
September 25, 1984 4301 Memorial Drive - Suite | 7“7— L\ODO "C;H
Appiication Number Decatur , Geo rg ia 3003 2 _ _ Date Recaived ‘ ate Complated
| ‘ NOV 01 1984 [ [NOV 2 7 1004
2. Person to Contact . ’ Working Title ' Telephona Number
Cpl. Frankie H. Lovvorn Certification Unit 296-4006/4009

3. Action Requested .
a. [0 Estaousn Retention Scheduld} record will continue to accumulate.
b. [ Dispose of present accumuiation; no further accumulation anticipated.
¢. Amend Application No. Z7-400 A Check One: @ Chanae; O Supercede: O Void

4, Dates of Series 5. Records Series Title (followed by title used in office,; if different)
Earliest Latest )

- - - l . ' : '! -
1970 [ Present Georgia Peace Officer's Certification Case Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

To certify Peace Officers based on pre-employment standards (including a pre-employment
examination - effective 07/01/77) and upon satisfactory completion of basic law enforce~
ment training course and to withdraw or suspend certifications based on law or council
rules. To certify schools, training facilities, program and courses, school directors
and instructors, to suspend or revoke such certifications based upon annual re-evaluation
or failure to meet standards set forth and to facilitate and promote training through
establishing and recommending training curricula.

7. Record Séries Description This file contains the following documents (include form numbers and titles, if any):
- - Attach samples of the file, '

Documents relating to:  determining whether candidates for Peace Offlcer certification have met
requirements for certification as set forth in the Georgia Peace Officers
Standards and Training Act and to maintain case files on those officers

Included are: - who become certified.
case files for each candidate containing Application (PF1),.Attestation
(PF1A), Background !nvestigation {PF3), Medical Examination (PFh4), Birth
Certificate, High School Diploma, fnngerprlnt cards, proof of Mandate
Training (PFZ), and related materlal L D

File is arranged: numerically by case number - )
8. Monthly Raferenca Rate How often are records referred to which are: ) ) 5
~ One to six months old __..;'LE_._.._ Seven to twelve months old 20 ; Thirteen to twenty-four months old __2 e
— twenty-five months and older 30. ? - - - N - - T - - :

9. Annual Rate of Acci.gmﬁlsnon of Rerords '
Letter-size drawers @7 'YV = _;legalsizedrawers ____  _;Shelves___ _ ___ :Other {specify)
*only have 5 file drawer drawers,_when these are full, we begin boxnng records to make room for the,

remalnlng files.*
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FYE;'S NO | 10, Gu€w1ion@LM"Y" " 'hP nrooer coFumn) § e e o .

1 ox - “a. 1s this the official copy of the series? ‘

_1f not, where is it?_ o e e e e o
b, Does the seri njain confi inf 2 P cite
X S0 e sy onfain contderda oot g ey barelng! v iy R, b“‘"‘l’?"'“ )
_ X | _c. s this a vital record? . e
X d. Doas this series have hlstortcal or long term research value? I
e, When one or two documents in the file make it necessary to keep the entire file for a long penod could these
X doguments be scheduled separately?
X | % s the information contained m_thn_&my_mmuh_d, f ves, attach copy,
g. Is the information contained in this series ever analyzed and/or recorded in a summanzed report?
X if yes, attach copy,
h. Is there a duplication of thas series in your office, or in another office or agency?
X If ves, where} headquarters of the law enforcement unit
X L i ts this series (or a major portion of it} reqularly_microfilmed?
X i.Does the record serjes result in a computer printout?
11. Retention Requirements ‘ The following requires the series to be kept:
a. State Law ) 60 years. d. Audit period years.
b. Statute of limitation years. _ e. Administrative need 60 years.
¢c. Federal law — vears. . Federal retention instructions years.
Attach copy or excerpt of laws or regulations. Explain administrative need. .
Persons required to comply with certification provisions cannotbe employed or appointed by
any law enforcement unlt without certification from the Council..,(Ga. Code Ann. 35-8-10).
Records are needed during working l1ife of employee in the event the Counc11 Tust bring civtl
action against the emplovee or law enforcement unit for failure to comply. Code™ Ann.
12. Aporaved Dnsposmon Instructions This agency recommends that the file series be cut otf at the end of each. 35-8-17)
D Caiendar Year; O Fiscat vear; (3 Other EVERY 6 MTHS. OF CURRENTnen,
YEAR
1 Hold in the current files area monthis) ___ _ _vear(s); then (See Below)
0O Transfer to local hoiding area, hold —_________year(s}; then
%% (@ Transfer to State Records Center;hald _59% _ __vear(s); then
%% Destroy.
O Transfer to State Archives for permanent retention.
0O Other (Specify) '
Pending Certification File: Cut off files at end of each calendar year;
‘hold in CFA 18 months, then return file documents to candidate, they
destroy corresponding reference card.
Certlfled Case Files: Cut off flles at end of six month transfer
immediately to State Record Center, hold 59% years
' then destroy. Hold correspondlng reference card
in CFA until information from Certified Case
Files is placed on computer; then destroy.
o N
Thesa instructions apply to alt prior, and future aceumulations of the series.
- N B
@nw Head/Designee (Signatura) \ Date Re¢qrds Management Officer (Signature) Date
— AN R TN /6/31/%4
77'4(00ﬁ { [/ 7/99' ' - State Records Committes (Signature) - Date
Recommendations in para- ] <] '

*| graph 12 are approved. State Auditor/Designee JAA&—N/ | H-1% ¢v
(If disapproved, attach letter 4
of explanation.) Secretary of State/Designee WMM, hji3{srs

. Attorney General/Designee /ﬂg/ ,{//ﬁ.]
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QFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAG EMENT DIVISION

INSTRbCTIONS See Publication No. 76—°M— for instructions on completing this form Forward s;gned original to
Department of Archives and History, Records Management Division, 330 Capitol Aver(’ue Atlanta, Georgia, 30334,
Anenfron Scheduling Sacticn.

FOR AGENCY USE 1. Agency Address ' FOR RECORDS MANAGEMENT USE
Application Date GA Peace Officers Standards & Traning Application Number

Council - Certification Unit _ YT—«L‘OO_H

Application Numbar 4301 Memorial [?rive - Suite | . Date Received Date Complated
Decatur, Georgia 30032 DEC 4 419?3 [ 6 1.0 1904
- ﬁ&u ) 1924

JAW 1L W’

2. Person to Contact Working Title Telephone Number
Cpl. Frankie H. Lovvorn ________Certification Unit _ 296-4006
3. Action Requested . 1 - o -

“a. [0 Estabusn Hetention Schedule record wrll contmue to accurnu}ate
b. {J Dispose of prasent accumulation; no further accumulation anticipated.
c. @ Amend Applicasion Na. _77-400 Check One: Chanae: O Supercade; O Void

4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest c

1970 | Present GA Peace Officer . Certlfucatlon Case Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

.To certify Peace Officers-based on pre-employment standards (including a pre-employment
examination - effective 07/01/77) and upon satisfactory completion of basic 'aw enforcement
training course and to withdraw or suspend certifications based on law or council rules.

To certify schools, training facilities, program and courses, school directors and in-
structors, to suspend or revoke such certifications based upon annual re-evaluation or
failure to meet standards set forth and to facilitate and promote training through
establishing and recommending training cuericula. N

7. Record Series Désaiption This file contains the following documents (inclub;e fbrm numbers and titfes, if any):
' Attach sampies of the file.

Documents relating t0!  determining whether candidates for Peace Officer_ certification have met
requirements for certification as set Fortu in the Georgia Peace Officers
: _ Standards and Training Act.and to malntat@\%aSe files on those officers
Inctuded are: “who become certified.

case files for each candidate containing Application (PF1), Attestation (1A}
Background tnvs. (PF3), Medical Exam. (PFh4), Birth Certificate, High Schoo!l
Dipioma, fingerprint cards, proof of Mandate Training (PF2)}, and related
material. Also included are card reference files for Pending Certification
and Certified Case Files.

File is arranged: Numerically by case number

?

8. Monthly Reference Rate How often are records referred to which are:

One to six months oid _Seldom__: Seven 1o twelve months old _Sﬁl.‘igﬂ...‘ Thirteen to twenty-four months oig _often .
twenty- fwe months and older __Qf_te.n_;"' ‘

9. Annual Rate of A Accumulatéon ot Remrds . ' .
Letter-size drawers sLegaizize drawérs e~ __:Shelves________ ;Other {specify}

*only have & file drawers, when these are full, we begin boxlng records to make
room for the remalnlng records
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vEs | No_| 10. Questionnaire _ {Place an X"’ in the proper column) , , o

- | 8. Is this the official copy of the series? . . " 1 ' s
| X[ If not, where is it? :

b. Does the series contain confidential informatign requiring security handling? 1f yes, cite | r_reguiation,
X ' GA Peace Officgr Standards and Tralqnlngg Act - Sectl%n 6(1&#\-5%-%?5 gutaty
L R

X ¢, ls this a vital record? |
X d. Does this series have historical or long term research value?

. ,
¢. When one or two documents in the filg make it necessary to keep the entire file {[or a long period, could these
. X documents be scheduled separately? Co

f, {5 the information contained in this series ever published? it ves attach copy. :
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?

X ] Myes, attach copy, -

3 il h.Ts there a duplication of this series in your office, or in another office or agency?

X _If yes, where? Headgquarters of the law enforcement unit
X | i ls this series for a major portion of it/ reqularly micrafilmed? _
X 4§ Does the record series result jn a computer printout?
W. Retention Requirements The following requires the series to be kept:
a. State Law 60 _ vears.  _ __ d Auditperiod = _ - . . . __ _—_.yeas.
b. Statute of limitation _ years. ‘e. Administrative need 80 . years.
¢. Federal law years. . f. Federal retention instructions years,

Attach copy or excerpt of faws or regulations. Explain administrative need.

' [y wi ificati ’ loyed or appointed by
Persons required to comply with certification provisions cannot_be emp loy
e;n; law gnforcement unit without certification from the Countil...(Ga. Qode Ann, 35—8-]02]
Records are needed during working 1ife of employee in the event the Council] must bring civi

, action against the employee or law enforcement for failure to comply ..{Ga. Code Ann. 3?§§-
[\*2. Aporoved Disposition Instructions : -

This agency recommends that the file series be cut ot xxINOET00eEEX

Transfer to State Archives for permanent retention. ‘ ;
Other (Specify) : SR :

T Caiendar Year; T Fiscal vear; ® Otner __ SEE BELOW Ty pas o
C R . | S . . year
%" Hold in the current filesarea ___ .- _month{s) . ___ vear(s): then
T Transfer to local holding area, hold —_ . _vyear{s); then _
& Transfer to State Records Center; hold —_ .- . __vyear(s); then S | - 3
& Destroy. ' :
=

Pending Certification File: Cut off fi]és'at end of each calendar year; hold in CFA
18 months, then return file documents to candidate, then destroy corresponding reference
card. : ' - -

lendar vear; hold in CFA 6 months;
Hold corresponding reference card
placédon computer; then destroy

Certified Case. Files:. Cut off files at end of each ca
then transfer to SRC; hold 59% years, ‘then destroy.
in CFA until information from Certified Case Files is

: | [
These instructions apply to all prior and future accumuilations of the series.
(\\ | ' ot | . :
Age\cy Head/Designee (Signature) |\ Date Rgeqrds Management Officer (Signature! Date k
T 7~4%o0 A 8// o8 / State Records Committee {Signarure} Date
Recommendations in para- ‘ '
-] graph 12 are approved. State Auditor/Designee --.=-l"~—‘-’( ' : 6”8,‘?'/
(!f disapproved, attach letter
of explanation.) Secretary of State/Designee
Attorney General/Designee
ENTENT o '
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APPLICATION FOR fRECORDS RETENTION SCHEDULE T e SEcACTARY OF STATE

RECCRDS MANAGEMENT DIVISION

INSTRUCTIONS: See Pubhcatxon No 76-BM— 1 for instructions on completing this form. Forward su;ned original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue 'Atlanta, Georgia, 30334,
Attention: Scheduling Section. ' : :

FOR AGEMCY USE 1. Agency Address : ' FOR RECORDS MANAGEMENT USE
Application Date | Georgia Peace Officers Standards & ‘LAP"“"““"" Number
Training Council - Certification Divisio 77__ L’_ OO

—1 4301 Memorial Drive - Suite 1

Application Mumber Date Recajved Date Complated
Decatur, Georgia EP 141977
0 8. ]S locT 4 1977
2. Person to Contact Working Title Telephone Number
Wallis D. Fielding, Lt. Chief, Certification Division  656-6134
3. Action Requasted 4 ‘
H Estabusn Ratantion Scheduls; record will continue to accumulate.
b. O Dispose or present accumu!atlon no rurther accumulation annc:pated.
¢. O Amend Apoiicazon No. Check One: {1 Change: [ Supercede; 0O Void
4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Eartiest Latest
Georgia
July 1970 | = Present Peace Officer's Certificatlon Case Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

To certify Peace Officers based on pre-employment standards (including a pre—employment
examination - effective 7-1-77) and upon satisfactory completion of basic law enforcement
training course and to withdraw or suspend certifications based on law or council rules. To
certify schools, training facilities, program and courses, school directors and instructors,
to suspend or revoke such certifications based upon annual re-evaluation or failure to meet

standards set forth and to facilitate and promote training through establishing and
recommending training curricula.

7.. Record Senes Descnpt:on .. This file contains the follomp_g documents anciude farm numbers and t.'r/es :f any) -~
O Boe er "i\nach samples of the file, " ‘. e

Documents relatmg sO' determln:.ng whether candldates For Peace Offlcer cert:.flcatlon havé et
: requirements for. certlflcatlon as set forth .Ln _the Georgia, ‘Peace Offlcers

. Standards and Tralnlng Adt and te maintaining case flles on those offlcers

Included are: - ecome certified.
neuced are: case lehs ?or each cand%date contalnlng Appl:.catlon (DPS—158) ' Background ..}.

‘ Invest:.gatlon Report (DPS-100), Medical, Examination Report and Phys:.cans Affldavz.’l:
\: (DPS-161) N _Blrth Cert:.f:.cate, HJ.gh ‘thoql Dlploma (copies) ,- ‘?mgerpnn;ts‘ '-Proof A
|‘ of Mandate Tralning, and. related mater:l.al Also included are card, referem:e Ta
!

fJ.les for Pendlng Certlflcatlon and Certlfled Case F:Lles. T e -,;_,-‘,.’i N i'i:“?5'
File is arranged: Numerically {y case number
8. Monthly Refzrence Rate How often are records referred to which are: , -
One to six monthsold ______~__; Seven to twelve months oid 2 ; Thirteen to twenty-four monthsold ___________;
twenty-five months and older —seldom?
'} 9. Annual Rate of Accn.gnulat:on of Records ]
-~ Lettersize drawers i Legal-sizedrawers —______;Shelves__________ - QOther {specify)
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vES | NO | 10, Questionnaive _ {(Flace an X' in the proger columa)  * e -
x R a. ls this the official copy of the series? :
If not, where_is it? ; , .
b. Does the series cantain conﬂdentlal information requiring security handling? If yes, cite law or re ula io;'l
X Ga. Peace Officer ‘Standards and Training Act - Sectgon t_;/2A—2112 ? v
X__| _e. Isthisa vital record? . 4
i d. Does this series have historical or fong term research value? .
e. Whnen one or two documents in the file make it necessary to keep the entire file for a long period, ¢ould these
X documents be scheduled separately? ' '
X f._l5s the information contained in this series ever published? _If ves. attach copy,
X g. !s the information contained in this series ever analyzed and/or recorded in a summarized report?
If ves, gttach conv,
h. ls there a duplication of this series in your office, or in another office or agency?
X If ves. where? Headquarters of the law enforcement unit.
A . -
7 L ls this series for a majqr portion of it) reqularly microfilmed?
iL_Doag the recnrd series result in_a computer printout?
11. Hetention Raquiremeants 4 The following requires the series to be kept: 60
o 60 : ‘
-a. State Law i _years. d. Audit pericd . years.
b. Statute of limitation - years, e. Administrative need - h0  vyears,
¢. Federal law . years. f. Federal retention instructions years,

- Attach copy or 2xzert of laws or regulations, Explain administrative need.

Records have value during working life of employée for oouft proceedings.
(Ga. Peace Officer Standards and Training Act Section 12)

‘!‘2_._ Appraved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
’ o {1 Calendar Year; I Fiscal Year; (3 Other SEE BELOW ___ then,

O Hold in the current filas area month(s} : year(s); then
O Transfar to local hoiding area; hold year(s): then

{J Transfar 1o State Racords Center; hoid . __year(s); then

O Destroy.

O Transfer-ta State Archives for permanent retention,

El Other {Spec,ry} Pend:.ng Tertification Fllg; " Cut off files at end of each calendar year,
. 'fi.old in m.u:rent ‘fa.les area 18 months, then return flle documents to
béndidate, then destrog..'correspondlng are.ferenc’e card o i

v LY ‘I"
*’."‘ ."*a . ..\ ns Y - e i '~‘ it &&l Jﬂ-- e
g B sﬂr'q P

ﬁ’ﬁ.-- AL d " k “ -_.-‘ .

A Certlf.:.ea' C'ase F11es: - Cut off‘ ; g ét‘.gnd,vof, each calendg;:wyear, ‘héld. in
i T % icurrent files arealliedyri ien ;W‘E@: o State Records Center; hold

59 years, then destroy. “Hold corresi:dmﬁng ‘reference card in current

files area until information from Certrf:.ed Case -Files: 15‘“§1aced on.
computer, then destroy.

N «s, _'._ .

L L T
g AR O;'\. »
Director_ _of.. Georgia Peace .Off_icex;s Standa:ds‘ an_c}"'_l_.fraining Council

—_— i - — [

e

Date Records Management Officer (Signature) Date

Y O ﬂTlelln

State Records Committee (Signature) : Date

Recommendations ' . : 4 T

graph-12 are approved. State Auditor/Designee ) W 424.77
{If disapproved, attach letter A et -

of explanation.) Secretary /ot State/Designee W w ?, Z7 —72
Artmemav Manarat /Nacianna ! // 2 / ]//( (‘ 1" ’ ’ /Oﬂ ? B




